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1 Introduction

1.1 Document  Version Control

The following table contains the revision history of this document:

Version  Date Author Modifications Made

1.0 07/30/07 ENVIRON Drafted Initial Design

2.0 03/22/12 ENVIROMDEQ PLIRFGSR ' aSNDA al ydz f

2.1 01/09/13 ENVIRON/LDEQ Updatedmanual and added detailed validations
table

2.2 04/23/13 LDEQ Updated guidance in Sections 2.5, 3.10, 5.3,5.4, ¢

5.9, 5.10, 6.2, & Appendix A

2.3 10/2/2013 LDEQ Updated screen shotfogin proceduresand text
throughout the document to address the move to
the newLDEQusinesplatform.

2.4 04/17/2014 LDEQ Updated with various usability enhancements and
the addition of automated emails and email
preference management.

2.5 1/12/2015 LDEQ Added Offlne Processing for Excel uploads and
inventory validation, various performance and
usability enhancements&emoved references to the
move to the new LEQ business platform.

2.6 4/23/2018 LDEQ Updated for RY2017 changes and new admin feat
for clearingstuck jobs.
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1.2 Document Organization

This user manual is divided inBsections. The content of these sections is as follows:

Section X Introduction

Contains the document versiaontrol history and dehition of regulatoryterms.

Section 2 What is ERIC?

Provides a general description of thBEQusiness portaand instructions for gaining access to ERIC.
Section 3 Emissions Inventories

lllustrates the process of starting, revising, downloading, and uploading inventories in ERIC.
Section 4 Data Entry in ERIC

Describes the various methods for entering data in ERIC, and provitiels @@ how various types of equipment
should be represented in ERIC.

Section & Detaled Listing of Data Elements

Lays out the specific data elements for each component of the ERIC inventory, providing fieldmenqis, valid
values, and validation rules.

Section & Specific Reporting Instructions

Lists specific r@orting guidance issued by LDB gives helpful hints on interacting with the ERIC system.

Revision 2. 6 Page 2
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1.3 LDE Q Contact Information

w»

For assistance with using the ERIC system,youdray G I OG0 GKS [ 59v &l FoFemaibh &aA Iy

ERIC@la.goVA list of ERIC Staff Assignments is available on the ERIC website:

About the Emissions Inventory Program

The Emissions Inventory Unit of the Air Quality Assessment Division is responsible for developing comprehensive
criteria and toxic pollutant emissions inventories for the State of Louisiana. The emissions data are used for a variety
of planning, regulatory and reporting purposes. The staff works closely with the regulated community, trade groups,
and other state and federal agencies to develop and maintain high quality and current emissions data

Regulated point sources of criteria air pollutants must submit an inventory of annual criteria pollutant emissions
pursuant to the requirements of LAC 33:111.919. Detailed annual emissions data are maintained on point sources going
back to 1984, with the number of point sources changing each year.

In 2007, historical emissions data was migrated into a new web-based reporting system called ERIC - Emissions
Reporting & Inventory Center. ERIC's functionality includes a query tool for use by the public.

Useful Tools and Guidance Documents

=== >

Instructions for Submitting an Inventory with Zero Emissions - Step by step guidance on creating and submitting an
inventory with no emissions.

Always make surt includethe facility Al number and owner name in email or havavtilablewhen calling.

The mailing address for the Emissions Inventory Section is:

DEQ Air Ranning and Assessment Division
Emissions Inventory Section

PO Box 434

Baton Rouge, LA 70824313

For delivery ONLY:

DEQ Air Planning and Assessmddit/ision
Emissions Inventory Section

602 N Fifth Street

Baton Rouge, LA 70802

If you need to updaténformation in TEMPO, information on the Facility Information tab, or inforomatin the
Contacts tab, then send an emailfacupdate@Ila.goand include the Ahumberandowner name.

Revision 2. 6 Page 3
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Definition s
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Agency Interest (A1} any entity that is being regulated or is of interest to the department. Conceptually,
anagency interestan be a site, facility, mobile source, area source, a person, or an pagjani

LGGFAYYRBYY IFNBIF 2F GKS &adladsS GKFG Aa y2id tAaGSR I a
OYDPANRBYYSyYyGlf tNRGISOGA2Y ! 3Syldeo

CertifiedT the status of an emissions inventory once the department has received both the emissions
inventory and the ceification statement required by AC 33:111.919

Contiguous Facilities facilities under common control separated by 0.25 miles or less.

Control Efficiencyt the percentage by which a control system or technique reduces the emissions from a
source.
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Emissions Factbr the ratiorelating emissions of a specific pollutant to an activity or material
throughput level.

ERIGacilityAccountk y | O02dzy i 6AGKAY [59vQa 2ytAyS Syriaaizya
represented by an Al and an owremd is not the same as a portal acoo.

OwCr OA OD@dzy I AIGE KS t 2 OF G A2 YORDOW Al (AL ISYAaaA2y Ay @Sy
ERIC Hompagechttp://www.deq.louisiana.govERIG the home page on the internet for ERIC and

[ 59vQa 9YA&aaAA2Ya Ly JS wepoinBuidarciSdddurients, gelabal infdrniatio®,2 y (0 | A y &
and access to ERIC.

Facility*t all emissions sources frostationary point sourcesas defined in LAC 33:111.605, under common
control on contiguous property.

obhe¢oy 1 FLrOAftAGE OF PKOBL2Y&A@NDOYYNBe! A A RAFY RdzB f &
ooYL®&E dPhm

Flash Gas Emissidrisemissions from depressurization of crude oil or condensate when it is transferred
from a higher pressure to a lower pressure tank, reservoir, or other type of cartai

Fugitive Emissiofis emissions that do not reasonably pass through a stack, chimney, vent, or other
functionally equivalent opening.
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Managerca user role within ERIC that provides editing privileges to anf&a&li€y account.

Mobile Sourcet a motorvehicle, nonroad engine, or nonroad vehicle where:

a. amotor vehiclds any selpropelled vehicle used to carry people or property on a street or
highway;
b. anonroad enginés an internal combustion engine (including the fuel system) that is not

used h a motor vehicle or a vehicle used solely for competition, and that is not affected by
Sections 111 or 202 of the CAA; and

C. anonroad vehiclés a vehicle that is run by a nonroad engine and is not a motor vehicle or a
vehicle used solely for competitio

bl GARYeASY G ! AN vdzl fprie aii W RRNRRSaBI bV ABKSR Ay 002
2F GKS /113 AyOfdZRAY3I o6dzi y2d fAYAGSR (23 &Gl yRFNRAE
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y2i 0SSy AYy@SYi2NASR ad aLISOATAO LRAY(G 2N Y20AtS az
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AyOf dzar@Stezr 2F SkHOK &SI N

t 2NIFf g OO dniaal Se G2 Ffft2¢ LI aalr3asS 2F OSNIFAYy NBA
LRNIFE FO0O02dzyi o6Stz2y3a G2 | &LIS0AakAMORMRAIIA Rdzk | YR

Processt an operation or function by a source that produces emissioharacterized by a Source
Classification Code (SCC)

Preregistration codega unique code generated by LDEQ used to gain Administrator access to an ERIC
facilityaccount. Not the same as the verification code used in activating a portal account.

wS I RIFMISNI NRt S 6AGKAY BYWLe/ | iCKOSHE S aNEADAIREED WLE | R

wSt S FBIKEANMEAY (I 6KSNB SYrAaaizya FNRY 2yS 2N Y2NB L
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wSalLlRyaAragk SdzaSMIARKRRE & 6AGKAY 9wlL/ GKIFG LINPGARSA | ff

FoAfAGe G2 OSNIA TRK Sy A ASYIHi02NED pYIHAB2® RSTAYSR Ay |
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NBLIZNIGAYy3I &SI+ N
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FYRk2NJ LISNY¥AGGSR o6& G(KS RSLI NILYSy

{2dMIKS LRAYG G 6KAOK (GKS Syaaairzya NB 3aISySNIGSR:

SljdzA LIYSy G @
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*These are terms that aralsodefined in LAC 313.919

1.5 Acronyms
Al Agency Interest
CAA Clean Air Act
Co Carbon Monoxide
CROMERR Cross Media Reporting Rule
El Emissions Inventory
EIQ Emissions Inventoruestionnaire
EIS Emissions Inventory System
ERIC Emissions Reporting and Inventory Center
GCXVII General Condition XVII
HAP Hazardous Air Pollutant
HRVOC Highly Reactive Volatile Organic Compound
1A Insignificant Activities
LAC LouisianaAdministrative Code
LDEQ Louisiana Department of Environmental Quality
NAAQS National Ambient Air Quality Standard
NAD83 North American Datum of 1983
NAICS North American Industry Classification System
NH National Emissions Inventory
NO Nitric Oxide
NG NitrogenDioxide
NG Oxides of Nitrogen
ORIS Office of Regulatory Information System
Pb Lead
PMuo Particulate Matter averaging 10 microns in diameter or less
PMs Particulate Matter averaging 2.5 microns in diameter or less

[ 59v dzaSR G2 I O,
I AhG/IARYKER WzyiRlydh v A & 0 NI
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SCC SourceClassification Code
Sl Subject Item
SIC Standard Industrial Classifications
SQ Sulfur Dioxide
TAP Toxic Air Pollutant
TEDI Toxic Emissions Data Inventory
TEMPO Tools for Environmental Management and Protection Organizations
UTM Universal Transverddercator
VOC Volatile Organic Compound
Revision 2. 6 Page 7
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2 Whatis ERIC?

Emissions Reporting and Inventory Center, or ERIC, is-bagell application thafgency Interests (8lmust use

to submit their annuatriteria pollutantandor toxicair pollutant (TAPemissions inventorieto the Louisiana

Department of Environmental (LDEQ) as required under LAC 33:111.919 and LAC 33:111.5107. This manual contains
information and instructions on using thdEQbusiness portalo develop edit, and submiemissioninventories.

ERIC offerasersthe ability to create, edjtand submit emissions inventories online using simple data entry forms.
Usersmay also choose to download their entire inventory to a Microsoft Excel workbook where they can enter and
edit invenbry data offline and later upload the data to ERIIring the inventory creation and editing process,

and once again whean invertory is complete, ERIC perforras online validation process that checks the

inventory for data omissions and/or data engyrors. Once the inventory passes all of the required validation
checks, theuserwill then be able to submit the data to LDEQ directly through ERIC. At prdseertification
Statement (available through ERIC after the inventory data is submitted) be printed, certified by the

Responsible Officighnd sent to LDE@eeSection 1.3 In the future, online electronic certification through ERIC
may be possible.

Imaginethat ERIGvorksthe same a®nline banking. Youneedausét YS 'y R LI aag2NR 6AGK (KS
and then you need to associate your savings, checking, and credit card accouritsiviteername and

password. Once your online accounts are setup, you only need to logiomgtisemame and password in

order to get to your savings, checking, and credit card accourtts. LDEQ businegertal operates in the same

manner. With a single login, you can have access to electronic payments, application and report submittals, as

well as ERIC.

Below are he basic steps to getting started with ERIC:

1. Createauseraccount (usename and password)Userr OO2 dzyia 3IA GBS &2dz I OO0OSaa G2
services, one of which is ERIC. Each pesssiting to conduct online business with LDE£@ds to have
their ownbusinesgortal useraccount. You shouldnot share your user account information with others
Eachuser account can access multiple facilities anty needs one portal account. Portal Accounts are
covered inSection 2.2f this document.

2. Establistaccess tany applicable&ERIGacility accoun{s) This is the process that connects ytusiness
portal useraccount to specifi€RIC facility accoumtformation and definesyour user rolewithin ERIC.
This is accomplished one of two ways

a. Request accesssingan LDEQ issued pregistration code to establish the user of the pre
registration code as the Account Administrator. fPegistration codes are covered 8ection 2.4
of this document.

b. Request accedsom an existing=RIGacility accountadministrator Once an Account
Administrator is establishefbr a facility accountall user access is managed by faeility
Account Administratorand not by LDEQ. Contact LDE&8eSection 1.3if you need tadentify
the existingAccount Administratopr request a new preegistration codeSection 2.5overs
requesting access to an ER#Cility account.

3. Create arinventory.
4. Run final validationand make necessary changetil all errors are resolved.
5. Submit the inventonelectronically
6. Print, sign, and send the certification statemeiihe certification statement must be sent to LDEQ by
April 30 with aroriginal, wet ink signaturby an authorized individual.
Revision 2. 6 Page 8
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2.1 Getting Started

ERIC is available through the LOEGiness portaht the ERIGome pagehttp://www.deq.louisiana.gov/eric

Air Emissions Inventory

PERMITS g

PERMITS ISSUED
BY CALENDAR
QUARTER

)
@)
ENFORCEMENT e I I ‘

SURVEILLANCE

Emissions Reporting and Inventory Canter

MONITORING v

PROGRAMS v About the Emissions Inventory Program

RESOURCES v The Emissions Inventory Unit of the Air Quality Assessment Division is responsible for
developing comprehensive criteria and toxic pollutant emissions inventories for the State of

FoRms v Louisiana. The emissions data are used for a variety of planning, regulatory and reporting

- purposes. The staff works closely with the regulated community, trade groups, and other state

and federal agencies to de

op and maintain high quality and current emissions datz

Regulated point sources of criteria air pollutants must submit an inventory of annual criteria
pollutant emissions pursuant to the requirements of LAC 33:111.919. Detailed annual emissions
data are maintained on point sources going back to 1984, with the number of point sources
changing each year.

ERIC can be accessed using any modern web browser such as Microsoft Internet Explorer8(gelsigimer)

Google Chrome (version 16 or higherMwzilla Firefox (versiod or higher). ERIC does not neakse of any

browser plugins, so no additional software installations are required to access the application. However, ERIC
may make limited use of cookies for session tracking andypowindows. If your browser is set for a high level of
security, onf you have thirdparty popup blockers installed and ERIC is not responding properly, you will need to
disable your thireparty blockersadd the LDEQusinesgortal to your list of trusted sites or set your browser
security to nedium. Due to the numireand variety of browser versions and thiparty blocker tools in the
marketplacejnstructions for all of thentannotbe listed here. Please contact your IT support resources or consult
your browser documentation for instructions on setting security levels and excluding specific web sites from any
third-party blockers you may have installed.

To access yolERIC facility accoudhta, you must first register for a portal account. Your portal account is not
specific to ERIEit gives you access to various online services on the lDEQesortal site. Once you have an
activebusinesgortal account, you can gain accessafipicableERICGacility accouns either by using a pre
registration code issued to you by LDEQ, or by requesting access thanwgtistingeRIGacility Account
Administrator. Instructions for these methods are providedection®2.4and2.5.

Revision 2. 6 Page 9
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2.2 LDEQ Business Portal User Accounts

LDE@@usiness Portalseraccounts are different from ERI&Zility accounts. Ausinesgportal useraccount

belongs to a specific individuaha@is granted access to specific information and activities within the LDEQ business
portal site A portaluseraccount is required to gain access to ERIGtent. Sharing of portal accounts among

several users (for example, several consultants withi@ finm using the same portal accoumg)against LDEQ

policy. Each person wishing to gain access to an faRility accountmusthave their own portal account.

Portal Accounts araot necessary to access the ERIC Public Reports.

To sign up for a portal account, follow these steps:

1. Point your web browser to th&usiness Portdlome page:
http://business.deg.louisiana.gov

2. Clickonth&t ONBI GAy3 + y8&g | 002dzydé tAYylY

LOUISIANA !

DEQ Business Website Login

ge=e will be expanding™seg functionality of this site as new
by creating a new account . Ejjisting users please login now .
Louisiana Department of Environmental Quality 602 N. Fifth Street Baton Rouge, LA 70802

For website issues please email the web team. For all other issues call 1-866-896-LDEQ or e-mail our Customer Service Center .

Welcome to DEQ Business!

The new DEQ business site is designed to help businesses interact with DEQ in a more efficient man
applications become available. If this is your first time using the DEQ business website, please start
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3. Complete the registration form shown below to create your LIPE@al useraccount. You must provide
all of the data shown on the form, including a valid email address.

a. Usemname is what you will login to your portaseraccount with(you may use your enila
address)

b. You must provide a valitNDIVIDUAL email address. Portal accounts may not be shared among
multiple individuals within a company.

c. Be sure to enter your real first and last namé&%u should notisethe company nameasyour
first andor lastname

d. Passwords must be at least 7 characters long.
e. LT @2dz FNB KIFI@Ay3a (iNRdzof S ONBIFGAYy3a @2dzNJ ySg

Register for an Account

* indicates a required field. Why Register?

Registering for an account at DEQ allows you access
to many online services we provide. You can create
one account to log into many of our programs
online.

Please note that for security reasons you will need to create a new account here. This
account will be different from the one you used to login to the main DEQ website. Your old
account will soon be phased out in favor of this new account.

* Username If you are having trouble regsitering a new account,
please et us know .
Are You a DEQ Employee?

* Password

If so, you already have a login! Just use your DEQ
system account to |ogin now .

* Confirm password

) This is a Secure Site

© DEQ uses an industry standard

_ 128 bit S5L certificate to ensure
your information is kept secure
and private.

|- I.f R

* E-Mail

* Confirm e-mail

*First Name * Last Name

* Company

* Title

* Address

= City * State *Zip
-- Select State —-

Ar

* Phone number: Phone number (alt):

Create Account
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4. TheBusiness Portal will give you a confirmation message and you can then log in using your new account

usename and password:

Q Your account was successfully created! You may now log in.

Login to Your Account

| am a DEQ Employee | am NOT a DEQ Employee

If you are having trouble logging in, please let us know .

I:l"- -\l'l This is a Secure Site
@ Cfé"c‘aﬁ'*; DEQ uses an industry standard 128 bit S5L certificate
= SECU! to ensure your information is kept secure and

private.

5. /Tt A01 UKS aL Y bht 59v 9VYLX 2eSSE odziuz2y U
Login to Your Account
If you are having trouble logging in, please let us know . .. .
’ . This is a Secure Site
o
Please note that for security reasons you will need to create a new account here. % DEQ uses an industry standard 128 bit SSL certificate to
This account will be different from the one you used to login to the main DEQ o ensure your information is kept secure and private.
website. Your old account will soon be phased out in favor of this new account.
User Name Don't have an account?
Create One Now! It takes only a few minutes.
[ Remember Me
Login Cancel and login as a DEQ Employee
Revision 2. 6 Page 12

Last Updated on  4/23/2018



Louisiana Department of Environmental Quality T Emissions Inventory
ERIC User Manual

6. After successfully logging in to the Business Portal, click the ERIC link in the main menu to access ERIC:

(2lp)

DEQ

Home Payments Permits NSPS Notificat ons  ERIC
e

DEQ Business Website Logged in as: jhaasbeek2 | Logout

© You're now logged in!

Welcome to DEQ Business!

The new DEQ business site is designed to help businesses interact with DEQ in a more efficient manner. We will be expanding the functionality of this site as new
applications become available. If this is your first time using the DEQ business website, please start by creating a new account . Existing users please login now .

Louisiana Department of Environmental Quality 602 N. Fifth Street Baton Rouge, LA 70802
For website issues please email the web team. For all other issues call 1-866-896-LDEQ or e-mail our Customer Service Center .

2.3 ERIC Facility Accounts

An ERI@acility account represents a speciftid and owner compangombination EachAland owner combination
required to report annual emissioneer LAC 33:111.919 or LAC 33:111.5H#&signedan ERI@acility account. Prior

owners (or new owners whemaAl changesownership will be assignedheir own ERI@acility account The ERIC
facility account is the home for botbriteria pollutantandor toxicsemissions inventories.

The Al name on ERf&ility accounts is pulled dynamically frattme LDEQ state dabase, TEMPQand in real
time. When a change is made to TEMPO, the Al name on thddeltZaccount will immediately reflect that
change.

Portaluseraccounts are granted access to ERlity accountsby either using a LDEQssued preregistration

code, orgrantedby an existingeRIGacility AccountAdministrator. As newfacility accountsare addedo the ERIC
database, a preegistration codas provided to thepermit contactto access the ERIC facility account and establish
an Account Administrator The process for using a pregistration code is described Section 2.40ncean ERIC
facility Account Administrator is establishesing the preregistration code, access tbhe ERIGacility account may

be granted to additional portalseraccounts by the ERf&cility Account Administrator. This process is described
in more detail inSection 2.5and Section 2.7

If your Al numberis not available in ERf@ your owner compangombination send an email to theDECstaff
member assigned to your parish and ask that an ERIi{ty account be created for yo Al numberand owner
companycombination Make sure that you include your contact informatiéi,numberand Owner Namein your
request Preregistration cales areprovided to facility contacts onlgnd should not be shared with consultants or
other contacts.Once a preregistration code has beemsed, it is no longer a valid code.
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2.4 Using a Pre  -registration Code to Access Your ERIC Facility
Account

1. Navigate to theERIGiome page:
http://www.deq.louisiana.gov/eric

2. Click on the ERi€onto open ERIC in the Business Portal:

I— Air Emissions Inventory
eric

Emissions Reporting and Inventory Canter

PERMITS ISSUED
BY CALENDAR
QUARTER

ENFORCEMENT

SURVEILLANCE

MONITORING v

PROGRAMS v About the Emissions Inventory Program

RESOURCES v The Emissions Inventory Unit of the Air Quality Assessment Division is responsible for
developing comprehensive criteria and toxic pollutant emissions inventories for the State of

FoRms v Louisiana. The emissions data are used for a variety of planning, regulatory and reporting

- purposes. The staff works closely with the regulated community, trade groups, and other state

and federal agencies to develop and maintain high quality and current emissions data

Regulated point sources of criteria air pollutants must submit an inventory of annual criteria
pollutant emissions pursuant to the requirements of LAC 33:111.919. Detailed annual emissions
data are maintained on point sources going back to 1984, with the number of point sources
changing each year.

3. Ifyou are not already logged in to your portal account, click the Login batttre top right of the page
You will be ppmpted for your portal user name and password:

DEQ

Home Payments Permits NSPS Notifications ERIC

DEQ Business Website ’

Revision 2. 6 Page 14
Last Updated on  4/23/2018


http://www.deq.louisiana.gov/eric

Louisiana Department of Environmental Quality i Emissions Inventory
ERIC User Manual

4, | £t A01 GKS d&aL Y bh¢ F 59v 9YLX28S5S¢

@ Login to Your Account | Louisiana Department of Environmental Quality - Windows Internet Explorer

i 7 louisiana.gov,

GO- |

" [l (&) [*s][x] [2
ELT

¢ Favorites | o 7 5AP Netweaver Portal [ Google 4 Louisiana Ozone Reduction ...

file Edt View Favortes Tooks Help

@ Louisiana Fuel Team and Pla... & DEQ € Phonelisting € | DEQ's Intranet £ |LEO &  submit >k Login - OTRSITSM 3.2.7 £ | Search EDMS
55~ | & Login to Your Account | L. % % Emissions Reporting & Invent...

DEQ Homepage  DEQ

DEQ Web Membership

Login

Login to Your Account

This is a Secure Site

PeMyiad  DEQ uses an industry standard 128 bit SSL certificate to
ensure your information is kept secure and private.

1am a DEQ Employee 1am NOT a DEQ Employee

If you are having trouble logging in, please let us know .

Louisiana Department of Environmental Quality 502 N. Fifth Street Baton Rouge. LA 70802

For website issues please email the web team. For 3l other issues call 1-866-896-LDEQ or &-mail our Customer Service Center

€ Internet Ja | B -

Login to Your Account

If you are having trouble logging in, please let us know .

@ This is a Secure Site
|
Please note that for security reasons you will need to create a new account here. ©

This account will be different from the one you used to login to the main DEQ

DEQ uses an industry standard 128 bit SSL certificate to
website. Your old account will soon be phased out in favor of this new account.

ensure your information is kept secure and private.

User Name Don’t have an account?

Create One Now! It takes only a few minutes.
Forgot your username?
Password

Forgot your password?

[J Remember Me

Login Cancel and login as a DEQ Employee
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5. At the bottom of the ERIC home page, you will find a link to request access to a facility. Click on the link:

( &l Request access to a Facility (El submitters, responsible officials, or designated consultants only)
inistration

Public Reports

B show Help Topics

Change Account:

the down arrow to see all accounts to which you have access. Once the list appears, you must click on the entry you want, or scroll using the arrow keys and then

Hint: start typing an Al number or Al name and a list of matching entries will appear. You need to enter at least two characters, or leave the field empty and press

press enter.
ERIC Version 10.0.0

6. You will see the Request Access pagth two options for requesting accesselect the option labeled
have received a preegistration code in the mail

Emissions Reporting and Inventory Center

Request Access
Use this form to request access to a facility for Emissions Inventory reporting purposes.
Olaman employee of the facility owner, or a designated consultant

@1 have received a preregistration code in the mail

Please enter the Al Number for which you are preregistered:

Please enter your preregistration code:

Submit Cancel

7. Enter yourAlnumber and your preegistrationcodeand then press submit. If you entered therert Al
number and preregistration code, your account will be activated and you will be granted Administrator
rights to your account.

8. Youmayneed to logout and then log back in for your access permissions to be applied.

Once you have completed this pexs, your portal account is registered as ERIGacility Account Administratar
You now have full rights for the selected ERdlity account, including creating, editing, and submitting
inventories, as well as granting or rejecting access requests éther portal users.

2.5 Requesting Access to an ERIC Facility Account

If you need access to an ERA€CIlity account you can request access from tERIGacility Account Administratar
who decides whether or not to grant or reject the request and, dinged, what level of access you will have. For
example, you may be another staff member at faeility working on preparing the emissions inventory, or you
may be a consultant hired to assist in the inventory preparation.

Use the following process to request access to an ERIil@y account:

1. Navigate to theERIMusiness portadnd log in (see steps 1 throughabovein Section 2.3
2. At the bottom of the page, use the link Request Acess to a Facilifgee stefb abovein Section
2.4).
Revision 2. 6 Page 16
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3. You will be presented with two options for requesting access. Select the option ldtsetedn
employee of the facility owner, or a designateshsaitant

Emissions Reporting and Inventory Center
Request Access

Use this form to request access to a facility for Emissions Inventory reporting purposes.

®)1am an employee of the facility owner, or a designated consultant

Please enter the Agency Interest number(s) you need access to: |

You can request access to more than one Al at a time - just type in the values separated by commas.

The following information will accompany your request. By making this request, you agree to allow this information to be shared with the account manager(s) for
the Agency Interest Number to which you are requesting access.

First Name: | John

Last Mame: | Haasbeek

Email: | john@haasbeek.com

O1 have received a preregistration code in the mail

Submit Cancel

4, You are prompted to enter thA&lnumbers you want to access (use a comma separated list if you are
requesting access to more than one account). You are also notified that your portal account
information (name and email address) will be madaikable to the Administrator of the account(s)
to which you are requesting access.

5. Click theSubmi button to continue.

6. The ERIC system will display thenumbers to which you have requested accasd the owners of

the ERIGacility accounts for thoséls. Confirm that theowner for the ERIGacility account is the
correctownerto which you want your request to go tdMake sure you select theorrect owner
organization for Als that have more than one accotimen clickConfirmto submitthe request:

Emissions Reporting and Inventory Center

Access Request Details

You have requested access to the following Agency Interest Numbers:

Al Number Al Name Owner

90172 East Lake Verret Facility

Rozel Operating Co |
20179 Leleux Central Production Facility || Meridian Resources (USA) Inc

I |

| Save || Cancel |

7. Your request will be added totfewL /  FF OAf A& | OGeAdryfinistratiovesdrefrh & G NI G 2 N.
for the account(s) you have requestadd any existing Account Administrators will receive an email
notifying them of the pending request
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Once you haveequested accesyoumay contact theERIGacility Account Administratoto let them know you

have requested access to their accouithe system will automatically send an email to all account administrators
for the accounts you have requesl; however, those individualmayopt out oftheseautomated emails so you

will not know if they have been notified of your requedtou will not be automatically notified if your request is
approved or rejected it isup to you and the account admitiiator(s) to communicate on these requests.you

do not know who the ERIacility Account Administrator is, contact LDEQ (s8ection 1.3 with the Al number

and owner name and request the name and/or email the ERIGacility Account Administrator. If the ERIC
facility Account Administrator is no longer associated with the Al, contact LDEQ &sstion 1.3 with the Al

number and owner name and legtaff know that the ERIGacility Account Administrator is no longer associated
with the Al and request anew pre-registration code.

If an ERI@cility account does not exist for an Al, the note below is displayed. You should contact LDEQ (see
Section 1.3to have the ERIfacility accountestablished

Emissions Reporting and Inventory Center

Access Request Details

You have requested access to the following Agency Interest Numbers:

Al Number Al Name Owner
1 The Al number you entered was not found - it will be excluded from your request.
| Save | | Cancel |

Youruseraccount may have access to multiple ER@ity accounts. When you log in to ERIC, you will be
presented with a drop down menu of accounts to which y@we access. At any time, you can change the account
you are working on using a drop down menu at the bottom of the ERIC home page:

Il Request access to a Facility (EI submitters, responsible officials, or designated consultants only)
& User Administration

Public Reports
B show Help Topics

Change Account:

Hint: start typing an Al number or AI name and a list of matching entries will appear. You need to enter at least two characters, or leave the field empty and press
the down arrow to see all accounts to which you have access. Once the list appears, you must click on the entry you want, or scroll using the arrow keys and then
press enter,

ERIC Version 10.0.0

If your user id has access to 50 or fewer H&i{lity accounts, the account selection box will behave as a simple
dropdown menu. However, if you have access to more than 50f&&liG accounts the account selection box

will switch to a search box that allows you to find a specific account by Al number, Al name, or owner company
name, as described below.
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To select araccount to work on, click in the Change Account box then start typing the Al number or Al name you

FNB t221Ay3 F2N® PFOGSN) GeLAYy3 G €£SHad G2 OKEF NI OGSNA
displayed at the right end of the Changecount box), a list of matching entries will appear. You can use the up

and down arrows on the keyboard to highlight the entry you want then press the Enter key to select it, or you can

use the mouse to click on a row in the matching entries list. Eitfethod will take you to the Account Home

Page for that account. If you are not sure which Al you want, just press the down arrow while the Change Account

box is selected and empty, and the list of all available accounts will appear (based on yourcessrmivileges).

Change Account:

AI#71 - Gulf South Pipeline Co LP - Montpelier Compressor Station, Gulf South Pipeline Co LP cters, or leave the field empty and press
AI#124 - Dowell A Division of Schlumberger Technology Corp, Dowell A Div of Schlumberger or scroll using the arrow keys and then
AI#248 - Deltech Corp - Baton Rouge Facility, Deltech Corp

AI#83609 - Test AI #1 Production Test, Acme Building Brands

AI#89999999 - Test AL

2.6 Business Portal User Account Management

Once you have logged in to the LDRE3inesgortal, you can manage youseraccount (password and contact
information) by clicking ogour user name

Home  Payments Permits NSPS Notifications  ERIC

DEQ Business Website Logged in as: kellyp ogout

Fromthe Your Profile page, click hK S & ! LIRIF G S @2 dzNJ LINRFAf S aayynfodldtXto G A2y é 0 0
edit that piece of information. When you are done, presédt LIR i S LINE T A f tiSe bottghiRof the2 v (i A y dzS ¢
page.

After the confirmation of thesuccessful profile updatelick on theERIC linko get back to ERIC.

Home  Payments Permits NSPS Notifications  ERIC

DEQ Business Website Logged in as: kellyp | Logout

© Your profile was successfully updated.

Your Profile

Your profile information is shown below. Please ensure the information is current and up to date.

Name: Kelly Petersen

2.7 ERIC User Management

The user management functions available to BfelQacility Account Administratoare reached using the User
Administration link at the bottom of the ERIC home page:
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gocess to a Facility (EI submitters, responsible officials, or designated consultants only)

PUDNIC REPOITs
B show Help Topics

Change Account:

Hint: start typing an Al number or AI name and a list of matching entries will appear. You need to enter at least two characters, or leave the field empty and press
the down arrow to see all accounts to which you have access. Once the list appears, you must click on the entry you want, or scroll using the arrow keys and then
press enter.

ERIC Version 10.0.0

The User Administration page shows a list of current portal users that have access to tifecHiyi&ccount, and
a list of pending access requests:

Emissions Reporting and Inventory Center

User Administration

Current Account Users:

First Name | Last Name Email Address Role

John Haasbeek Jjohn@haasbeek.com | Administrator Edit Delete
Kelly Petersen kelly@wonkyi.com | Administrator Edit Delete
Outstanding Access Requests:

First Name | Last Name Email Address Request Date

John Haasbeek Jjohn®@haasbeek.com | 9/27/2013 Grant Reject

& Return to Emissions Reporting and Inventory Center Home

You can granor reject access requests using t@eantand Rejectbuttonsin the Outstanding Access Requests list
(see above) Selectindrejectdeletes the access request from the list.  SeledBr@ntmoves the portal us€? a
account from the Outstanding Accessgests to the Current Account Users list withode of Reader (see below).
If you wish the user to have a user role other than Reader, you must modify the role.

Although the system automatically emmatheaccount administrators when someone requestsesscto their
account, it does not automatically notify the requestmrce the request igranted or rejected.

Tonm2 RATe | dza S NEMthuttonP §/ S B KQf dABNDESNR 6 Ay .(UKeShedrdpNNBy G ! OO
down menu in the Role column 8elect the role you want the user to have, and clelwe(or Canceto discard
0KS OKFy3aSaovo ¢2 RSt Si SDeletefdzaySINIAY NBK S d22SYNIE &S INBE & Of A
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Emissions Reporting and Inventory Center

User Administration

Current Account Users: e
First Name | Last Name Email Address lﬂole \
John Haasbeek john@haasbeekdom
Reader
_ Manager
Kelly Petersen kelly@wonkyh& Save Cancel
ResponsibleOfficial

Qutstanding Access Requests:

First Name | Last Name Email Address Request Date

John Haasheek Jjohn®@haasbeek.com | 9/27/2013 Grant Reject

W Return to Emissions Reporting and Inventary Center Home

You can grant the same role mtaultiple users.However, you may ndtist the sameuser twice wih the same role

but you can have the same user listed with two different roles; for example, you may have the same user listed as
Administrator and ManagerAlso, you camot change or eliminate your own Administrator role unless there is
anotheruseraccount with Administrator privilege (each ERi€llity accountmusthave at least one

Administrator).

2.8 ERIC User Roles

The ERIC system allofes four user roles; each userole defines what that user can do in the ERIC system

Readerc This is the default user role assigned upon granting access to a requestor. This role proviaedyead
access to your ERIC data. Users with this role can view your inventories and cavadiaivaldata to a
spreadsheet, but thegannotedit any data, upload new inventory data, or submit the inventory.

Manager¢ This role provides editing privileges on your ERIC data. Users with the Manager role can edit data,
upload inventory data in ExtBrmat, create new inventories, edit existing inventories, revise old inventories, and
submit inventories. Managers do not have access to User Administration functions and thecafuometgrant

user access or modify user roles, nor can they certifgritories online (when available).

Administrator ¢ This role is the same as the Manager role with the addition of access to the User Administration
functions.Administrators can access the User Administration functions and therefaregrant user accessr
modify user roles. However theannotthey certify inventories online (when available).

To assist you with any questions you may have in preparing your inventory, internaebidsi@ns inventorgtaff
automaticallyhaveReader role on all ERF&cility accounts which allows them to view your data and help with any
issues you may havin order to better assist you, there may be circumstances in which LDEQ staff need more
than Reader role on your ERHBCIlity account. LDEQ staff may then request amast be granted access to the
ERIGacility account as the Manager roley an existing Administrator.

2.9 ERIC System Email Notification Preferences

There aresixtypes of email notifications associated with ERIC

1. Validation Complete Notificatiorg An automatedemail may be sent to the user running the validation

LINEOSaa FTNRY G(GKS +FiARFGAZ2Y {dzZYYI NBE aONBSyo® ¢KAA

YS ty SYFLAf 6KSy (KS 220 KIad FTAYAAKSROE
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Run Validation Checks Send me an email when the job has finished.

2. Online Submittal Acknowledgement When youelectronically submit an inventory an automated email
may besent from ERIC that acknowledges your submittal and reminds you to have a printed copy of the
certification statement signed by a responsible official and mailed to LDE®email is sent whethe
dza SNJ OKSO1l GKS o62E (2 a{SyR &dzoYAlGidlt I01y26tS

Confirm and Submit Inventory l | Cancel

¥| send submittal acknowledgement email

3. Certification Statement Received NotificatioclWhen yourpaperCertification Satement has been
received and entered into the ERIC database by LavEgptomated email is sent to informetuser that
submitted the inventory

4. AccesRequestNotification ¢ An automatedemailis sent to alaccountAdministratorswhen someone
requests access tanaccount

5. Email Preference UpdatBlotification ¢ An automated email isent to letyou know thatyour email
preferences were updated. You cannot opt out of these endaifst S&a & &2dz 22Ay GKS
list (see below)

6. GeneralNotifications ¢ Email notifications are periodically sent from LDEQ emissions inventory staff
regarding the ERI§y/stem and other emissions inventory related information.

When you log in to ERIC, you will see an option at the bottom of the page where you can manage your email
preferences:

| Reguast Feethiy=telsubupitters, responsible officials, or designated consultants only)

q | Manage email notification preferences

Public REGoTT

A show Help Topics

On the EmaiNotification Preferences page you cahoose which optional ERlemails you receiveYou can also
choose to unsubscribe from all ERIC related emails tsenGlobal Unsubscribe list. The Global Unsubscribe list
overrides all other options and lets ERIC and the Emissions Inventory staff know that you do not reaaiv®

any ERIC related emails or notifications.

Note that the Global Unsubscribe list is based on email address and is not specifically linkedaiosymesgportal
user account. If yoahange the email address on your portal account, you will need-foin the global
unsubscribe list with your new email address.
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General Notifications:

Certification Received
Notifications:

Access Request
Notifications:

On Global Unsubscribe
List:

Emissions Reporting and Inventory Center

User Email Notification Preferences

Email Notification Preferences for Haasbeek, John (user id 1757)

Email Address | jochn@haasbesk.com

]

You can not change your email here (click on your user name at the top right of this page to change your enline
profile information).

Indicates whether you want to receive general email notifications from the ERIC system and staff.

Indicates whether you want to receive email notifications from the ERIC system when certification statements are
received.

Indicates whether you want to receive email notifications from the ERIC system when users request access to an
account for which you are an administrator.

Indicates whether you have opted out of all emails. If this is checked, the options above will be ignored. If you change
your email address, you will need to come back to this page and reset this flag to join the global unsubscribe list
again.

& Return to Emissions Reporting and Inventory Center Home
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3 Emissions Inventories

Each ERIfacility account can contaimultiple emissionsnventories. Each emissions inventory corresponds to a
specific reporting yeaand a new inventory is generated when revisions are creataegientories can be in one of
sixstatuses:

Editing¢ an inventory that has been started but not submitted to LDEXDly one inventory per reporting year can
be inEditingstatusat one time Inventories inEditingstatus can be deleted

Validatingg aninventory thatis currently being validated. No operations can be performed on the inventory until
the validation process is complete. Use the Job Monitor link in the page footer to viewdbeeps othe
validation processes.

Submitted¢ aninventorythat has passed all validatioasd is ready to be certifiedOnly one inventory per
reporting year can be iBubmittedstatus. Inventories in Submitted status caot be deleted or ursubmitted by a
user. Inventories that have been submitted caat be edited.If submitted by mistake, you can contact LDEQ (see
Section 1.3for assistance.

Revisedg an inventory that has beesubmitted andrevised ad is superseded by a newer inventory for that
reporting year. Multiple inventories inRevisedtatus per reporting year are allowed Revised inventory may or
may not be certified. Wentories inRevisedtatus camot be deleted.

Certified ¢ the inventory was submitted to LDEQ and the signed certification statement for the inventory was

received andhe postmark ship, or hanebeliveredRI G S 61 & Sy GSNBR Ay (2 ASowhe/ | & GKS
inventory has not been subsequently revisatd so is the most ufp-date inventory for the inventory year.

Inventoriesin Certifiedstatus camot be deleted.

Uploadingg an inventory that is in the process of being uploaded, possibly by another user with access to the
same account. This statustemporary and once the upload is completie status changes thditing. Fyou see
an inventorythat appears to bestuck in this status you should contact LDE€eSectionl.3) for support.

Your ERIGacility AccountHome age will list the inventories for your ER#&Cility accountwith the status of each
inventory highlighted irthe color corresponding téhe key at the bottom of the page

In the example above, th&ccount Homegage listghe Al name Test Al #1 Production Tgsthe Alnumber
(83609, the owner company namé(itler, Jog and the parish where the Al is locateBelow that, all of the
existing inventories for the account are listed.
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